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CHAPTER 1
| NTRODUCTI ON

1. Background. The Small Business Act (the "Act") gives the
Smal I Business Administration (SBA) statutory authority to
cosponsor, in conjunction with other entities, a wide variety
of training and counseling prograns to assist small business
'8(b)(1)(A) of the Act. It also gives SBA statutory authority
to accept gifts of noney, property, services, and facilities
for use in providing technical and managerial assistance to
smal | business '8(b)(1)(G of the Act.

2. Scope. This SOP governs all cosponsored training and
counseling activities wwth outside entities, regardless of the
particul ar SBA programinvol ved or the degree of SBA's

involvenent. It also governs all solicitation, acceptance,
and use of gifts by SBA under its nanagenent assi stance
authority.

3. Use of SBA's Nane, Logo, and Seal. The SBA Nane, SBA Logo,
and SBA Seal shall not be used by anyone other than SBA or its
enpl oyees in the course of their official duties, except as
properly authorized by SBA in connection with cosponsorshi ps
and SBA-sponsored activities.

Effective Date: August 7, 1995
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CHAPTER 2
COSPONSORSHI P

4. Cosponsorship Eligibility. SBA wll enter into cosponsorships
as follows:

a. For-Profit Entity. A for-profit entity is eligible
to cosponsor only training activities.

b. Non-Profit Entity. A non-profit entity is eligible to
cosponsor training and counseling activities.

C. Governnmental Entity. A governnmental entity is eligible to
cosponsor training and counseling activities.

d. Public Oficials. A Governor or Menber of Congress
Is generally eligible to cosponsor training and
counseling activities. Oher appointed or elected
governnental officials are not eligible to cosponsor
any cosponsorships. Al governnment officials my
speak at a cosponsored event if they agree, in
witing, that their speeches will be non-political.
Wthin 60 days of a general or primary election in
whi ch the Governor, Menber of Congress, or other
el ected official is involved, the incunbent,
chal | enger, and individuals known to be canpai gni ng
on behalf of either shall be ineligible to cosponsor
a cosponsorship or speak at a cosponsored event.

e. SBDCs, SCORE, and SBls. An SBDC, SCORE chapter, or SBI
Is eligible to cosponsor training and counseling
activities. This SOP shall be foll owed unless an activity
is required by the terns of its contract, grant, or
cooperative agreenent, in which case those terns shal
govern.

5. Limtations on Cosponsorshi ps. The responsi bl e program
official shall ensure that the follow ng requirenents are net
Wi th respect to each cosponsorship: (Each requirenent listed
i n subparagraphs a. and b. are inposed by statute. Agency
policy extends the requirenents in subparagraph c. to non-
profit entities.)

a. For-Profit Cosponsorships.

(1) SBA nust receive appropriate recognition.
(2) SBA nust not endorse a cosponsor, or its
Ef fective Date: August 7, 1995
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(3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)
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products or services.

Unnecessary pronotion of a cosponsor, or
its products or services, must be avoi ded.

SBA nust m nim ze the use of any one
cosponsor in a marketing area.

The AA/ Bl or anot her authorized SBA enpl oyee in
Washi ngton, D.C., nust execute a cosponsorship
agreenent with each cosponsor.

SBA nmust not release its mailing lists, in whole or
in part, to a for-profit cosponsor, even for
cosponsorshi p purposes.

Any printed material containing the names of SBA and
a cosponsor shall include a prom nent disclainer
that the cosponsorshi p does not constitute or inply
an endorsenent by SBA of the cosponsor, or its
products or services.

Fees charged for the cosponsorship shal
not exceed a mninmal anount to cover the
di rect costs of providing such
cosponsor shi p.

Counsel ing may not be part of a for-profit
cosponsor shi p. Counseling may occur at a
cosponsorship site only if it is kept
conpletely separate fromthe for-profit
cosponsor shi p.

Any printed materials to be distributed nust be
approved in advance by the AA/BI, or a designee
i n Washi ngton, D.C.

b. Governnental Entities and Public Oficials.

(1)

(2)

(3)

Ef fecti ve Date:

SBA nust receive appropriate recognition
in all cosponsorship materials.

A cosponsor should not receive undue
recognition (recognition which is
excessive or inappropriate in manner or
degree).

The cosponsorship should not constitute or
i nply an endorsenent by SBA of the public

August 7, 1995
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official or governmental entity.

C. Non- Profit Cosponsorshi ps.

(1) SBA nust receive appropriate recognition.

(2) SBA nust not endorse a cosponsor, or its
products or services.

(3) Unnecessary pronotion of a cosponsor, or
its products or services, nmust be avoi ded.

(4) SBA nust mnimze the use of any one
cosponsor in a marketing area.

(5 SBA must not release its mailing lists, in whole or
in part, to a non-profit cosponsor, even for
cosponsorshi p purposes.

(6) Any printed material containing the nanes of SBA and
a cosponsor shall include a prom nent disclainer
that the cosponsorshi p does not constitute or inply
an endorsenent by SBA of the cosponsor, or its
products or services.

(7) Fees charged for the cosponsorship shal
not exceed a mninmal anount to cover the
direct costs of providing such
cosponsor shi p.

6. Conflicts of Interest. A cosponsorship nust not create an
actual or apparent conflict of interest. The responsible
programofficial and appropriate SBA | egal counsel should
assess each potential cosponsor's relationship with SBA to
determ ne whet her the cosponsor is an all owable source, a
proscribed source or a source requiring a case-by-case
determ nati on

a. Al |l owabl e Sources. Al entities except those in
par agraphs 6(b) and 6(c) bel ow are all owabl e sources for
cosponsors.

b. Sour ces Requiring Case-By-Case Determ nations.
Entities having a business relationship with SBA, or
grantees ot her than SBDCs, SBlIs, and SCORE chapters,
can qualify as a cosponsor only after a case-by-case
determ nation by SBA. The responsi bl e program
official, wth the approval of SBA | egal counsel,
must determine in witing that the proposed

Effective Date: August 7, 1995
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cosponsorshi p support from such entity woul d not
create an actual or apparent conflict of interest.

C. Proscri bed Sources. Proscribed sources cannot be
cosponsors, and the solicitation and acceptance of
cosponsorshi p support fromsuch entities are
prohi bited. However, such entities may be speakers
at cosponsorshi ps and nay have di spl ays at such
events in exhibition areas generally open to the
public.

7. Processi ng and Approval of Cosponsorships. The follow ng
processes and docunents nust be conpleted for cosponsorships,
including all extensions and renewal s of existing
cosponsorshi ps and any recurring or annual cosponsored events.

a. Prelimnary Financial Review. Prior to the approval
of a proposed cosponsorship, the responsible program
official nust review the anticipated sources and
uses of funds for the cosponsorship, and nust
determ ne that funding is adequate and that SBA w |
not be called upon to contribute financial support
greater than already agreed upon. In addition, for
for-profit cosponsorships, the responsi bl e program
official nust ensure that no fee or charge will be
i nposed on a small business concern in excess of a
m ni mal anount to cover the direct costs of
provi di ng the assi stance.

b. Cosponsor shi p Approval Form

(1) Cosponsorship Approval Form The
responsi bl e programofficial nust conplete
Part | of the "Cosponsorship Approva
Form" SBA Form 1615, Appendix 3, prior to
requesting |l egal clearance for a proposed
cosponsor shi p.

(2) Legal Checklist. Legal counsel nust
conplete Part Il of the "Cosponsorship
Approval Fornmi prior to recomrendi ng fi nal
approval of a proposed cosponsorship.

(3) Final Approval. The approving official
must signify approval of the cosponsorship
by signing Part 111 of the "Cosponsorship
Approval Form" and by executing the
cosponsorship agreenent, if applicable.

Effective Date: August 7, 1995
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(I'n the event the cosponsorship would
cause the provisions of paragraph 13 to be
i nvoked, the Oversight Conm ttee nust
concur in the approval.)

Aut hori zati on Nunmber. The AA/BlI, or designhee, mnust
assign an authorization nunber to for-profit
cosponsorshi ps. The responsi ble program official
must assign an authorization nunber to all other
Cosponsor shi ps.

Cosponsorshi p Agreenent or Witten Summary.

(1) For-Profit Cosponsorships.

(a) A cosponsorship agreenent nust be executed by
all cosponsors in for-profit cosponsorshi ps.

(b) The cosponsorshi p agreenent shall not be
anmended or nodified except in witing, approved
by SBA, and signed by the cosponsor.

(2) Al Oher Cosponsorships.

(a) For all other cosponsorships, the conplete
under st andi ng of the parties nust be summari zed
in witing by the responsible programofficer.

(b) The responsible programofficer shall nodify
the witten summary fromtinme to tinme to
reflect any revised understandi ng of the
parties wth respect to the cosponsorship, and
shall maintain an up-to-date copy of the
witten summary in the cosponsorship file.

Amendnents to Cosponsorship Agreenent. All proposed
anendnents to a cosponsorshi p agreenent nust be revi ewed
and approved by the responsi ble programofficial, SBA

| egal counsel and the approving official before being
executed on behal f of SBA.

8. Cosponsorship Mteri al

a.

Approval . The AA/BI, or designee, nust approve al
cosponsorship material in for-profit cosponsorships prior
to distribution.

Aut hori zation Nunber. All cosponsorship material in
for-profit cosponsorships nust display the

Effective Date: August 7, 1995
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aut hori zati on nunber assigned by the AA/BlI prior to
di stribution.

C. Appropriate Recognition. All cosponsorship materi al
must give appropriate recognition to SBA

d. Required Disclainmers. Al cosponsorship materi al
bearing the Nanme, Logo, or Seal of SBA must contain
the followi ng statenents, or simlar |anguage
approved by the AA/BI, with the concurrence of SBA
| egal counsel

(1) The support given by the U S. Small
Busi ness Adm nistration to this activity
does not constitute an express or inplied
endor senment of any cosponsor's or
participant's opinions, products, or
servi ces.

(2) Al SBA prograns are extended to the
public on a nondi scrimnatory basis.

e. Disability Accommpdation Statenent. Cosponsorship
mat eri al publicizing cosponsorshi ps havi ng personal
attendance nust contain a statement as foll ows:

Reasonabl e arrangenents for persons with
disabilities will be made if requested at | east
2 weeks in advance. Contact: [Insert nane,
address, and phone nunber of contact person].

f. Copyri ght of Cosponsorship Material. |If cosponsors
copyright cosponsorship material, any such copyright
shal |l be subject to an irrevocabl e, non-excl usive,
non-assi gnabl e, worldw de, royalty-free |icense on
the part of SBA to use the copyrighted materi al s.

g. Advertorials. Cosponsorship material may include
publications which contain both information and
advertising, the incone fromwhich is used to defray the
publication's production costs. SBA's cosponsors are
responsi ble for soliciting any advertisenents, for
general |ayout and other pre-publication preparations,
for collection of advertising fees, and for paynent of
all production expenses. Cosponsors nust avoid gam ng,
al cohol i c beverage, and tobacco advertisenents. SBA may
not receive any funds connected with the publication.
SBA may hel p conpile information, prepare articles and
di stribute publications. SBA nust pronptly receive at

Effective Date: August 7, 1995
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| east one copy of the publication at no cost.

Advertising. Both appropriated and gift funds may be spent to
advertise cosponsorships, so long as the advertising is not
the sol e purpose of the cosponsorship, and the advertising is
consistent wth the purpose of the appropriation or gift.
Advertising also may be an in-kind gift. Under governnent-

w de rul es, advertising nust be factual. It mnmust not
constitute publicity and propaganda, and it nust not urge
peopl e to | obby Congress on behal f of |egislation.

Mailings. Wth proper authorization, SBA's postal permt, and
its penalty indicia, may be used for mailings related to
cosponsorshi ps. Authorization to use SBA's postal permt is a
comm tment of appropriated funds allocated for mailings and is
subject to the allotnent provided for each SBA office for bulk
mai | ings. Mailings nust be nmade in accordance with the

provi sions of Chapter 8, "Cosponsored Miil," in SOP 00 10.

Procurenment. | n cosponsorships, if SBA is the purchaser, SBA
Is bound by the Federal Acquisition Regulation (FAR)

requi renents. The cosponsor is not required to conply with
FAR or any ot her conpetition requirenents. However, if the
cosponsor has an ongoing relationship with SBA under a
contract, grant, or cooperative agreenent (such as SBDCs or
SCORE), the cosponsor nust conply wth procurenent

requi renents generally applicable to it as a contractor or

gr ant ee.

Fees and O her Sources of Fundi ng.

a. I n each cosponsorship, the parties nust designate a non-
SBA entity to be responsible for receipt, managenent, and
di sbursenent of all cosponsorship funds.

b. Regi stration fees nust be carefully calcul ated to of fset
t he cosponsorship's estimted direct costs. For
accounting purposes, registration fees shall be deened
the first source of funds used to pay Cosponsorship
expenses. In the unlikely event sone fees are unused,
they should be returned on a prorata basis, deposited in
the U S. Treasury, or retained by the cosponsor for
future cosponsored events.

C. Unused cosponsorship gift funds (funds other than
regi stration fees) nust be turned over to SBA as gifts
for discretionary use by SBA in accordance with the Act,
unl ess otherwi se required by the donor.

Effective Date: August 7, 1995
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13. Oversight Commttee.

a. The Oversight Commttee nmust concur in the follow ng
cosponsor shi ps:

(1) Cosponsorships involving a projected cost of nore
t han $200, 000.

(2) Cosponsorships with public officials.

b. The Oversight Commttee may delegate in witing its
concurrence authority for any of the above matters
to individual menbers of the Commttee.

14. Authority to Approve Cosponsorships. Except as otherw se
authorized by the Adm nistrator, only an approving official is
aut hori zed to approve cosponsorshi ps and execute cosponsorship
agreenents and any anendnents or nodifications of such
agr eement s.

Effective Date: August 7, 1995
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CHAPTER 3
SCOLI Cl TATI ON AND ACCEPTANCE OF 4 FTS

SBA's Gft Authority. To avoid inperm ssible augnentation of
appropriations, Federal |aw generally prohibits agencies from
accepting gifts unless they have explicit statutory gift
authority. SBA has such authority to assist it in carrying
out its functions under the Act.

Gener al Cui dance.

a. SBA may solicit and accept gifts in support of a
cosponsor shi p.

b. SBA may solicit and accept gifts in support of an
SBA- sponsored activity.

C. SBA may solicit and accept gifts to support managenent
assi stance, training, counseling, and business
devel opnent activities.

d. SBA may solicit and accept cash gifts and in-kind gifts.

e. Enpl oyees may solicit or accept gifts on behalf of SBA
only with proper approval. The purpose nust be
perm ssi bl e and the donor nmust not be a proscribed
sour ce.

f. Checks and transfer docunents shall be nade payable to or

negoti abl e by SBA.

g. Enpl oyees may not solicit or accept gifts on SBA's
behal f through a third party.

h. Whenever soliciting or accepting gifts on behal f of
SBA, SBA enpl oyees nust conply with this SOP.
Failure to do so may result in disciplinary action

Agency | egal counsel are available for
consul tation

i SBA nust use all gifts in a manner consistent with
the Act and any gift terns accepted by SBA. A donor
may attach conditions to the use of a gift, as |long
as the conditions are legally perm ssible and
approved by SBA

] - G ft funds need not be used within the fiscal year

in which they are received by SBA.

Effective Date: August 7, 1995
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Donors who help in a substantial way to plan or
conduct an activity, will be considered cosponsors.
Wi | e donors can be speakers at an SBA-sponsored

activity (wthout being considered a cosponsor),

t hey should not be speakers unless it is nade clear
that their speaking role does not represent an SBA
endorsenment of themor their products or services.

al Q@i dance.

Personal Gft Itens. SBA enpl oyees may not solicit
gifts for gift bags or other souvenirs for
distribution to attendees at an SBA-sponsored
activity or cosponsorship. They cannot assenble or
distribute such itens, nor can they hire a
contractor to do so. Neither appropriated funds nor
gift funds can be used for personal gift itens.

Food, Drink, and Entertainnment. Cenerally, gift funds may
be used to pay for food, drink, or entertainment only if
it is a necessary and integral part of the SBA-sponsored
or cosponsored activity and advances the purpose for

whi ch the funds were donated (for exanple, networking
over food and drink at a w dely-attended public
function). G ft funds cannot be used to provide food,
drink, or entertainment primarily or solely for SBA

enpl oyees, such as at an SBA training conference or other
exclusively SBA activity. Appropriated funds cannot be
used for these activities.

Al cohol and Tobacco. G fts may not be used to supply or
pur chase al cohol or tobacco products.

Publ i cations. Publications may be produced wth
resources obtained fromgifts or appropriations, and the
proceeds received fromthe sale of such publications may
be retained by SBA.

G fts of Travel and Subsi st ence.

(1) Under certain circunstances, a Federal
agency nmay accept gifts of travel and
subsi stence for enployee travel. The
travel first nmust be authorized by the
appropriate manager, who nust expressly
find that the travel is for attendance at
a neeting or simlar function and that
paynment for the travel is related to the

Effective Date: August 7, 1995
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enpl oyee's official duties. In addition,
t he applicable SBA Standards of Conduct
Counsel or nmust nmake a witten finding that
paynment from non-Federal sources woul d not
result in a conflict of interest. In-kind
gifts, such as airline tickets or | odging,
may go directly to the enpl oyee, but cash
gifts nmust be given to the SBA

(2) In addition, 5 U S. C. ' 4111 authorizes an enpl oyee
to accept donations of travel and subsi stence
associated wth attendance at neetings or
conferences if the enpl oyee has received prior
witten SBA approval to accept the donation and the
Secretary of the Treasury previously has found the
donor to be exenpt fromtaxation under Section
501(c) of the Internal Revenue Code.

Sources for Gfts.

There are three potential sources for gifts: allowable
sources, sources requiring a case-by-case determ nation, and
prohi bi ted sources.

a.

Al |l owabl e Sources. Al entities except those in

par agr aphs 18b. and 18c. are all owabl e sources
(provided that circunmstances do not exist which
woul d create the appearance of a conflict of
interest).

Sources Requiring a Case-By-Case Determ nation. Before a
gift may be solicited or accepted from sources having a
busi ness relationship with SBA, the approving official
(and the Oversight Commttee or its del egated
representative in the event the proposed gift or donor
woul d cause the provisions of paragraph 19(a)(2) to be

i nvoked), with the assistance of |egal counsel nust
conclude that the gift would not create an actual or
apparent conflict of interest. In reaching a decision,
the approving official or Oversight Commttee (or its
representative) nust consider the size of the potenti al
gift; the size of the entity; the nature and extent of
SBA' s business relationship with the entity, including
any relevant contracting history; whether the sane SBA
programoffice and unit of the entity are involved in the
relationship and in the potential gift; the aggregate
nunber and value of gifts nmade by the entity to SBA,
SCORE, SBDCs, and SBls during the preceding 12-nonth

Effective Date: August 7, 1995
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period; and any other relevant factors.

Prohi bited Sources. Enployees nust not solicit or accept
gifts on behalf of SBA from proscribed sources, SBDCs,
SBls, SCORE chapters, 7(j) program providers, or any

ot her SBA grant ee.

19. Oversight Commttee.

a.

In addition to the approval of the approving
official, the Oversight Commttee nmust concur with
the foll owm ng proposed gifts before they may be
accept ed:

(1) Any proposed gift froma current contractor, whose
contract with SBA has a val ue exceedi ng $100, 000;

(2) Any proposed gift, the value of which exceeds
$100, 000, or which causes the aggregate anount of
the donor's gifts to SBA in the preceding 12-nonth
period to exceed $150, 000.

The Oversight Comm ttee shall have discretion to del egate
inwiting its approval authority for any of the matters
referred to above to individual nenbers of the Conmtt ee.

20. Procedures for Soliciting or Accepting a gift.

a.

An approving official, with concurrence by |egal counsel
as to legal conpliance, nust approve all gift
solicitations by executing Part | of the "G ft Approval
Form" SBA Form 1962, attached as Appendi x 4.

An approving official, with concurrence by |egal counsel
as to legal conpliance, nust approve all gift acceptances
by executing Part Il of the "G ft Approval Form" SBA
Form 1962.

An approving official nust obtain a witten "Declaration
of Gft to the U S. Small Business Adm nistration," SBA
Form 1960, fromthe donor for gifts made to SBA, with
specific reference to any conditions of the gift. The
sanpl e decl aration may be found in appendix 6 and shoul d
be used as the formfor this purpose. The gift

decl aration need not be obtained for a gift nmade to a
cosponsor shi p.

An approving official nust acknow edge the gift in
witing, with specific reference to any conditions of the

Effective Date: August 7, 1995
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gift. The sanple "G ft Acceptance Letter,"” SBA Form
1961, in appendix 7 should be used as a formfor this
pur pose.

The SBA may recogni ze donors for their gifts (for
exanple, with plaques or witten recognition in a
program, but nust avoid unnecessary pronotion or the
endor senent of a donor, its products, or services.

Each program and district office nust maintain a file for
each gift it accepts on behalf of SBA, together with a
cunul ative log recording the type and estimated val ue of
the gift, the donor, and the SBA official accepting the
gift. Al gifts nust be reported on a quarterly basis to
the AA/BI.

Donors should be notified in advance that any excess
funds remaining fromgifts for SBA-sponsored activities
w Il be used for other SBA technical and manageri a
assistance to small business.

21. Special Procedures for Cash Gfts to SBA and Gfts to

Cosponsors and O her Third Parties on Behalf of SBA

a.

b.

Cash Gfts Made Directly to SBA. \Wen SBA receives a
cash gift, SBA enployees nust handle the funds in a
manner that ensures full accountability.

(1) Enployees nmust deposit cash gifts into
SBA' s Busi ness Assi stance Trust Fund, in
accordance with SOP 20 13.

(2) Any noney received which is not consistent
wth SBA's gift authority may not be
retai ned by SBA, but nust be returned to
t he donor or deposited in the
M scel | aneous Recei pts account of the
Department of the Treasury.

(3) SBA enpl oyees may neither accept checks nmade out to
them personal ly, nor establish separate bank
accounts for any gift funds.

(4) Cash gift funds nmust be disbursed in
accordance with a witten purchase order
procurenent contract, cooperative
agreenent, grant, or other |egal docunent.

Cash Gfts Made to Cosponsors and Qther Third Parties.

Effective Date: August 7, 1995
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(1) Cash gifts made to third parties. A donor may nake
a cash gift directly to a cosponsor, contractor, or
vendor to pay for goods or services to be used in
support of a cosponsorship. In that case, it is not
a gift to SBA and nust be retai ned, managed, and
di sbursed by the cosponsor or other entity receiving
it. A donor may nake a simlar cash gift to a third
party in support of an SBA-sponsored activity. In
that case, the gift normally would represent an in-
kind gift to SBA of the goods or services obtained
with such cash gift. In such cases, the contractor
or vendor will be responsible for handling and
di sbursing the cash gift as provided in paragraph
21(b) (3) bel ow.

(2) Contracting-out. SBA may contract with a for-profit
or non-profit entity, consistent with Federal
Acqui sition Regul ations (FAR), for the planning and
managi ng of SBA-sponsored activities, provided that
SBA's costs are not materially increased. |In such
cases, the contractors nust be responsible for
handl i ng and di sbursing all gifts and registration
fees. Registration fees shall be the first source of
funds used to pay expenses. The contractor's
purchases using gift funds need not conply with FAR

(3) Handling funds. The cosponsor, contractor, or
vendor receiving cash gifts nust nmanage the funds,
mai nt ai n books and records, provide for audit
access, dispose of funds remaining after paynent of
al | cosponsorship or SBA-sponsored activity
expenses, and submt reports to SBA accounting for
recei pt and di sbursenment of all such funds. |If the
Agency contracts-out, the contract nmust contain
specific procedures for managi ng and accounting for
gifts and all other funds.

Approval of Solicitation, Acceptance, and D sbursenent of

G fts. Except as otherw se approved by the Adm nistrator, and
subject to any need for approval under paragraph 20 above,
only approving officials shall approve the solicitation,
acceptance, and di sbursenment of gifts on behal f of SBA

Effective Date: August 7, 1995
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CHAPTER 4
RECORD- KEEPI NG AND ACCOUNTABI LI TY

CGeneral Quidance. The responsible programofficial nust

nmoni tor conpliance with this SOP and advi se the AA/ Bl of any
i ssues or concerns regarding a specific cosponsorship, SBA-
sponsored activity, non-sponsored activity, gift solicitation,
or gift acceptance. The AA/Bl has a general duty to nonitor
all cosponsorshi ps, SBA-sponsored activities, gift
solicitations and gift acceptances, and to identify and
address probl ens and concerns. Upon being alerted to policy
i ssues, or to problens with a specific cosponsorship or gift,
the AA/BI may request that the Oversight Conmttee neet to
consi der the issues or concerns.

Cosponsorship Files. The responsible programofficial nust
mai ntain a cosponsorship file for each cosponsorship. For for-
profit cosponsorships, a copy shall be retained by the Ofice
of Business Initiatives. Al cosponsorship files nust be
conpleted within 30 days of the conpletion of the
cosponsorship activity. The file nust contain the foll ow ng
itemns:

a. A copy of the executed "United States Small Business
Adm ni stration Cosponsorship Agreenment,"” SBA Form
1741, as nodified or anmended, or the responsible
programofficial's current witten sumary, as
appl i cabl e;

b. A copy of the "Cosponsorship Approval Form" SBA
Form 1615;

C. A Final Financial Report, which nmust contain:

(1) A list by nanme and anount of all financi al
contributions from SBA, cosponsors, and donors;

(2) A summary of registration or attendance fees;
(3) An accurate description of the use of all funds,
i ncl udi ng disposition of any funds renai ning after
conpl etion of the cosponsorship; and
(4) The nunber of attendees (if applicable);
d. A copy of any wai ver granted,

e. An assessnent of results of the cosponsorship; and

Effective Date: August 7, 1995
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Such other pertinent materials as the responsible
program of ficial deens appropriate.

25. Gft Files. Each originating office nmust maintain a file and
a cunulative log for each gift it accepts on behalf of SBA.
The file nust contain the foll ow ng:

a.
b.

C.

d.

e.

The conpleted "G ft Approval Form"™ SBA Form 1962;
The gift solicitation letter (if any);

The "Declaration of Gft to the U S. Snall Business
Adm nistration," SBA Form 1960;

The "G ft Acceptance Letter,"” SBA Form 1961; and

A sunmmary of use or disposition of gift.

26. Quarterly Reporting Requirenents.

a.

Each responsi bl e programofficial must submt to the
AA/ Bl quarterly reports for cosponsorships
(itncluding all SBA activity wth SBDCs, SCORE, and
SBl s outside the rel evant cooperative agreenents),
and gifts if there has been any such activity during
the quarter.

(1) Cosponsorship reports must include, to the extent
applicable, the authorization nunber, nanes of all
cosponsors, a brief description of the
cosponsorshi p, attendance or circul ation, sources
and uses of funds, a summary of any gifts provided
by cosponsors or donors, the aggregate anount given
by each cosponsor or donor enmanating fromthe
originating office during the preceding 12-nonth
period, and a description of any waivers of this
SOP.

(2) Gft reports nust contain, to the extent
appl i cable, the nanme of the donor, the
type of gift, the anount or estimated
anount of the gift, the aggregate anount
gi ven by that donor during the preceding
12-nmonth period, the specific use of the
gift, and the recognition given to the
Donor by SBA.

Effective Date: August 7, 1995
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b. The AA/BI shall submt quarterly and year-to-date
summary reports to the nenbers of the Oversight
Comm tt ee.

27. \aiver of SOP Requirenents.

a. Where specific SOP requirenents are not mandated by
statute or regulation, the Adm nistrator, upon
recommendati on of the Oversight Commttee, may waive
t hose requirenents.

b. Each request for a waiver nust be witten, contain a
full and detailed justification, and be nmade in
advance of the event or activity. Each such request
must contain detailed comments and recommendat i ons,

i ncludi ng those of the responsible program offici al
and | egal counsel. Any waiver of SOP requirenents
must be witten, and a file nust be nmaintained by
the AA/BI containing all supporting docunents.

Effective Date: August 7, 1995
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Appendi x 1
I ndex to Forns and Reports

For ns Par agr aph

"Cosponsorshi p Approval Form" SBA Form 1615
7
"G ft Approval Form" SBA Form 1962

20
"United States Small Busi ness Adm ni stration 24
Cosponsorshi p Agreenent," SBA Form 1741
"Declaration of Gft to the U S. Small 20

Busi ness Adnini stration," SBA Form 1960
"G ft Acceptance Letter,"” SBA Form 1961
20
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Appendi x 2

Definitions

1. Appropriate Recognition refers to the statutory requirenent
for appropriate recognition and publicity to be given SBA
whenever SBA participates in a for-profit cosponsorship, or
whenever SBA's Nane or Logo appears on any cosponsorship
mat eri al s.

2. Approving Oficial refers to the follow ng SBA officials
(provided Oversight Commttee concurrence has first been
obtained if required by paragraph 13):

a. Those aut horized to approve for-profit
cosponsorshi ps; execute cosponsorshi p agreenents and
amendnents or nodifications of such agreenents; and
approve the solicitation, acceptance and
di sbursenent of gifts frompublic officials, gifts
fromfor-profit entities which exceed $25,000 in
value, and gifts fromany for-profit entity whose
aggregate anount of gifts to SBA in the preceding
12-mont h period has exceeded $75, 000:

(1) Adm nistrator,
(2) Deputy Adm nistrator,
(3) Associate Deputy Adm nistrator for
Econom ¢ Devel opnent (ADA/ ED), or
(4) Associate Adm nistrator for
Business Initiatives (AA/BI).

(b) Those authorized to approve cosponsorships with and
solicitation, acceptance, and disbursenent of gifts from
non-profit entities, governnental entities, SBDCs, SCORE
and SBls; approve cosponsorships with public officials;
and approve the solicitation, acceptance, and
di sbursenent of gifts under $25,000 in value fromfor-
profit entities and gifts fromany for-profit entity
whose aggregate anount of gifts to SBA in the preceding
12-nmont h period has not exceeded $75, 000:

Adm ni strator,

Deputy Adm ni strator,

ADA/ ED,

AA/ Bl , or

District Directors (for cosponsorships and
gifts originating in district offices).

AUNTNNANAN
U WNE
N N N N N
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3. Busi ness Rel ationship refers to the association of SBAwith a
Participating Lender; a Certified Devel opnent Conpany (CDC); a
surety or insurance conpany participating in an SBA program a
trade associ ati on whose nenbers SBA regul ates; a contractor,
other than an 8(a) program participant; or a parent,
subsidiary, or affiliate of any of the above.

4. Cash nmeans currency, checks, drafts, and other simlar
instrunments constituting witten orders to financi al
institutions to pay specified sunms on denmand.

5. Cosponsor nmeans an entity, eligible under paragraph 4 bel ow,
whi ch actively and substantially hel ps SBA plan or conduct a
cosponsorship. An entity which does not actively and
substantially help to plan or conduct the cosponsorship, but
nmerely donates noney, property, or services, is considered a
donor, but not a cosponsor.

6. Cosponsorshi p nmeans an activity, event or initiative

aut hori zed by '8(b)(1) of the Act and planned or conducted
jointly by SBA and one or nore cosponsors or pronoted,
publicized, or identified with SBA through use of the SBA Logo
or Seal. Presentations by SBA enpl oyees and/or the provision
of SBA materials describing SBA prograns and services, at an
event, w thout other involvenent, does not constitute a
cosponsor shi p.

7. Cosponsorship Agreenent is the witten docunent required for
all for-profit cosponsorships, containing the parties
respective rights and obligations regardi ng the cosponsorshi p.

It consists of a basic agreenent in the formset forth in
appendi x 5, supplenented by any specific terns or provisions
that are incorporated by reference in the basic agreenent.

Al l supplenental ternms or provisions nust be consistent with

t he basic agreenment. The provisions of the basic agreenent
shall not be anended wi thout the approval of the AA/Bl and the
CGeneral Counsel

8. Cosponsorship Material neans all print and el ectronic
mat eri al s connected wth a cosponsorship, including, but not
l[imted to, publications, audio-visual materials, and conputer
sof t war e.

9. Counsel i ng nmeans i ndivi dual advice, guidance or instruction
given to an individual or entity regarding the formation,
managenent, financing, or operation of a small business. For
pur poses of cosponsorships or gift acceptance, all counseling
activities nmust help provide technical or manageri al

Effective Date: August 7, 1995
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19.

90 75 2
assi stance to small busi ness.

Donor is an individual or entity that provides a gift to SBA
or to a cosponsorship. Donors wll be considered cosponsors
if they also actively and substantially help plan or conduct
cosponsor shi ps.

For-Profit Cosponsorship is a cosponsorship in which one or
nore cosponsors is a for-profit entity.

For-Profit Entity is an entity organized for profit.

Gft is the voluntary transfer to SBA or to a cosponsorship of
sonet hi ng of val ue, whether cash or in-kind, wthout the donor
receiving |legal consideration. For the purposes of this SOP,

| egal consideration shall not include reasonable public
recogni tion or acknow edgnent, or any other benefit which is
incidental, intangible, indirect, or greatly disproportionate
to the value of the gift.

Gft Solicitation is any authorized contact wth an outside
i ndividual or entity by an SBA enpl oyee requesting possible
support for SBA-sponsored activities or cosponsorshi ps.

Governnental Entity is a Federal, state, or |ocal agency,
authority, board or comm ssion, other than SBA, including
enpl oyees or representatives fromsuch agenci es who have not
been appoi nted or el ected.

In-Kind Gfts are non-cash gifts including, but not limted
to, property, services, facilities, equipnent, advertising,

speakers, pronotion, staff support, entertainnent, equi pnent
use, and food and drink, which are accepted by SBA under

'8(b)(1) (G of the Act, or by a cosponsor

Non-Profit Entity neans any non-governnental entity which
qualifies for tax-exenpt status under section 501(c) of the
I nt ernal Revenue Code.

Oversight Commttee refers to an SBA conmttee with authority
to approve certain cosponsorships and the solicitation and
acceptance of certain gifts. Except as otherw se provided by
the Adm nistrator, the Oversight Commttee will consist of the
Deputy Adm ni strator, CGeneral Counsel, the AA/BlI, and two

ot her persons naned by the Adm ni strator

Participating Lender is a noney-lending entity, whether bank
or non-bank, operating under a participation agreenment with

Effective Date: August 7, 1995
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SBA.

Program Reci pient is an individual or entity that is presently
receiving benefits or has an application pending for benefits
froman SBA program such as an 8(a) program participant,

Smal | Busi ness | nvestnent Conpany (SBIC), SBA | oan recipient,
SBA surety bond guarantee recipient, SBA Certificate of
Conpetency recipient, Mcroloan internediary | ender, Smal

Busi ness Lendi ng Conpany, or a parent, subsidiary, or
affiliate of any of the above.

Proscri bed Sources are programrecipients, bidders, or
offerors for contracts or grants where SBA will select the
awar dee (ot her than under the GSA supply schedule), parties in
[itigation with SBA or identified as potential litigants by an
SBA program or |egal office, parents, subsidiaries,

affiliates, officers, directors, or substantial (20 percent or
nore) owners of any of the above, or any other source creating
an actual or apparent conflict of interest.

Public Oficials means Governors and Menbers of Congress only.

Responsi bl e Program Oficial is an SBA official with
accountability for a specific cosponsorship or gift
solicitation and acceptance, as determ ned by the senior
manager in the office where the cosponsorship or solicitation

originates. |If the originating office is at the district
| evel , the responsible programofficial is the district
director or designee. |In the case of Headquarters, the

responsi bl e programofficial is the Managenent Board Menber or
desi gnee responsi ble for the program ar ea.

SBA Logo is the official, distinctive representation of the
[etters "SBA. "

SBA Nane is the "U S. Small Busi ness Adm nistration" or the
"Smal I Busi ness Administration," or "SBA"

SBA Seal neans a depiction of the official SBA seal.

SBA- Sponsored Activity neans an event, activity, or initiative
whi ch pronotes technical and managerial assistance to snal

busi ness, and which is planned and conducted sol ely by SBA
Under appropriate circunstances, such activities may include
training, counseling, dissemnating information about snal

busi ness and SBA prograns, fostering business networking, and
publicizing the achi evenents of snmall busi ness persons.

Effective Date: August 7, 1995
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28. Training neans the process of teaching groups of individuals
or entities. Training nethods nmay include in-person group
sessions or other communi cation nodes including, but not
limted to, tel econferences, videos, publications, and
el ectronic nedia. For purposes of cosponsorship or gift
acceptance, all training activities nust help to provide
techni cal or managerial assistance to small business.

29. Unnecessary Pronotion nmeans recognition of a cosponsor or its
products or services in an excessive or inappropriate manner
or degree, or suggesting SBA endorsenent of such cosponsor or
its products or services.

Effective Date: August 7, 1995
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Appendi x 3
(paragraph 7. (b))
COSPONSORSHI P APPROVAL FORM
Part One
| have reviewed the follow ng proposed Cosponsorship (the "Cosponsorship”):

Cosponsorship Activity

Dat e:
Locat i on:
Descri pti on of Cosponsor shi p:

SBA | nfornation

SBA Ofice:

Responsi bl e Program Oficial:

Contact Person (if other than RPO):

Tel : Fax: E-Mai I :

Cosponsor s

(1) Nane: Tax 1D
Addr ess:
Cont act Person: Title:
Tel : Fax: E-Mil :

(2) Nane: Tax 1D
Addr ess:
Cont act Per son: Title:
Tel : Fax: E-Mil :

(Any additional Cosponsors should be described on an attached sheet.)

I have reviewed the anticipated sources and uses of funds for the Cosponsorship. It
appears that the funding is adequate and SBA will not be called upon to contribute
financial support greater than already agreed upon.

Havi ng consi dered the objectives, participants, and agenda of the Cosponsorship, the
statutory limtations upon cosponsorships, conflict of interest principles, and the
prelimnary financial review, | find that the Cosponsorship conplies with the
provi sions of SOP 90 75 2 and request |egal clearance.

Responsi bl e Program O fi ci al Dat e
Part Two

I have reviewed the docunentation presented concerning the Cosponsorship, and having
consi dered the objectives, participants, and agenda of the Cosponsorship, the
statutory limtations upon cosponsorships, conflict of interest principles, and the
prelimnary financial review, | find that the Cosponsorship conplies wth |aw and the
provi sions of SOP 90 75 2.

SBA Legal Counsel (nane and title) Dat e
Part Three

| hereby approve the Cosponsorshi p.
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Approving Oficial Dat e
SBA Form 1615 (8-95) Previous Edition Obsolete
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Appendi x 4
(par agraph 20)

G FT APPROVAL FORM

TO
Part One
A You are authorized to solicit from
a gift as foll ows:
Appr oved: Dat e:
Nane
Title
Concur : Dat e:
Nane
Title
Part Two
B. You are authorized to accept from
a gift as foll ows:
Appr oved: Dat e:
Nane
Title
Concur : Dat e:
Nane
Title

SBA Form 1962 (8-95)
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Appendi x 5
(paragraph 24.a.)

UNI TED STATES SMALL BUSI NESS ADM NI STRATI ON
COSPONSORSHI P AGREEMENT

Aut hori zati on No.

The undersigned parties agree as foll ows:

1. This agreenent is between the U. S. Small Business
Adm ni stration (SBA) and the foll ow ng Cosponsor(Ss):
(1)

(nane) (taxpayer 1D)

(2)
(nane) (taxpayer 1D)
(Any additional cosponsors should be described on an attached
sheet .)

2. The purpose of this agreenent is to describe the rights and
responsibilities of each party regarding the Cosponsorship
descri bed bel ow ("the Cosponsorship"). Except as properly
anmended, this agreenent is the final and conpl ete agreenent of
the parties.

3. Cosponsorship Activity:
Dat e:
Pl ace:
Esti mated nunber of small busi nesses to be assi sted:
Types of assistance to be provided:

Overall estimted cost of Cosponsorship:

4. Any fee charged to small business attendees or participants
w Il not exceed a m nimal anobunt needed to pay the estimated
direct costs of the activity, considering other sources of
funding. Such fees, when collected, will be expended ahead of
ot her sources of funding.

5. SBA will be given appropriate recognition for its
cosponsorship of the activity in all materials used or
distributed. SBA has the right to determ ne what constitutes
appropriate recognition, in its reasonable discretion.

6. SBA' s participation in the Cosponsorship does not constitute
or inply an endorsenent of any of the opinions, products, or
servi ces of any cosponsor.

7. There will be no unnecessary pronotion of any of the products

or services of a cosponsor, donor, or contractor involved in the
activity.
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SBA Form 1741 (8-95) Previous Editions Cbsol ete

8. SBA will possess an irrevocabl e non-excl usive, worl dw de,
royalty-free license to use any copyrighted materi al devel oped
for the activity.

9. SBA will not nake available to a cosponsor any mailing lists
of small business concerns existing prior to the activity.

10. Cosponsors who are public officials or candidates for public
office will not include political conment as part of their
partici pation.

11. Cosponsors who have a pre-existing business relationship with
SBA understand that cosponsoring this activity creates no speci al
consi deration by SBA regarding any other matter.

12. Al cosponsorship materials bearing the SBA Nane, Logo, or
Seal nust display the authorization nunber shown above, be
approved in advance by SBA and contain the foll ow ng statenents:
(1) "SBA's participation in this Cosponsorship is not an
endor senent of the views, opinions, products, or services of any
Cosponsor or other person or entity."” (2) "All SBA prograns or
cosponsored prograns are extended to the public on a
nondi scrimnatory basis." (3)(applicable if the activity involves
personal attendance) "Reasonable arrangenents for persons with
disabilities wll be made, if requested at |east 2 weeks in
advance. Contact:

(name, address and tel ephone)
13. The parties agree that each will do the follow ng in support
of the activity:
(a) SBA will

(b) Cosponsor # 1 w |

(c) Cosponsor # 2 wll

(Responsibilities of any additional cosponsors are described on
an attached sheet.)

14. A budget showi ng antici pated sources of funds and esti mated
expenditures is attached and will be followed to the extent
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practicabl e.

15. This agreenent can only be anended in witing, and any
anendnent nust be agreed to by all parties to this agreenment who
are affected by it.

16. Any party may terminate its participation in the
Cosponsorship upon witten notice to the other parties. Such
termnation will not require changes to materials already
produced, and will not entitle the term nating party to a return
of funds or property contributed. If SBA withdraws fromthe
Cosponsorshi p because of a violation of this Agreenent by any
cosponsor, it reserves the right to give appropriate notice to

t he public.

17. SBA's contact person for purposes of this activity is

The contact person for Cosponsor # 1 1is

The contact person for Cosponsor # 2 is

(The contact persons for any additional cosponsors are shown on
an attached sheet.)

18. Each of the persons executing this agreenent represents that
he or she has the authority to enter into this agreenent on
behal f of the entity invol ved.

Execut ed by:
SBA: By:
(nane) (date)
(title)
Cosponsor # 1: By
(nane) (date)
(title)
Cosponsor # 2: By
(name) (date)
(title)

O her cosponsors (show nane, title and date bel ow):
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Appendi x 6
(paragraph 20.c.)

DECLARATION OF G FT TO
THE U. S. SMALL BUSI NESS ADM NI STRATI ON

[ | NSERT NAME OF DONOR] (Donor), |ocated at [ ADDRESS OF

DONOR], declares that it gives and delivers to the U S. Snall
Busi ness Adm nistration (SBA) the followng gift:

(describe gift, including specific conmponents)

Donor acknow edges t hat:

(1) The gift is absolute and unrestricted. (If there are any
specific conditions, describe and set forth as exceptions.)

(2) Donor does not have an existing or pending |oan, program
or other business relationship with SBA. (If a business

rel ati onship exists, describe and set forth as an exception.)
(3) SBA' s acceptance of this gift does not constitute an
express or inplied endorsenent of the Donor's opinions, products

or services, nor does it inply any special handling by SBA of any
busi ness relationship or matter which may exist.

Donor values the gift at $

Dat e: [ NAVE OF DONOR]

By:
Nane and Title of signing official

Approved and Accepted
on Behal f of SBA

Approving Oficial
Title

Dat e:

SBA Form 1960 (8-95)
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Appendi x 7
(paragraph 20.d.)

G ft Acceptance Letter

Dat e:

Donor
Addr ess
Cor porate, America 00001

Re: gift to SBA of (describe)

Dear :

The U. S. Small Business Administration (SBA) has accepted
[ DONOR]'s generous gift to SBA of [DESCRIBE gift]. [IF DONOR HAS
| MPOSED CONDI TI ONS, SET FORTH.] [If the gift is for an SBA-
sponsored activity, add] SBA expects to use the gift for
, With any excess
funds or value being used thereafter to provide additional
techni cal and manageri al assistance to snmall business.

We greatly appreciate [Donor's] support of SBA's efforts to
hel p the small business comunity.

Very truly yours,

Approving Oficial
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SBA Form 1961 (8-95)
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